]
.,

FORM HR-RM 1
(11 -1.86)

" Hall of Records
Commission

REQUL

[FOR RECORDS RETENTION scnsv@

To be Submitted to the Records Management
Hall of Records Commission

'I' | il%HE.DULE\ 0_253

PAGE
NO. 1

DI\..JIOII

‘ Requesting Agency

2.

Division or Bureau of Requeshng Agency

MONTGOMERY COUNTY

Jail

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation.

additional accumulation
pated. Records have ceased to hcve value
to warrant retention. .

Establish retention schedule for re-

cords for which there is a continuing
accumulotion. The records will. cease to
have value to warrant their retention after
the period of time indicated.

No
is antici-

Microfilm

and destroy originals.

Originals if not microfilmed would be
retained for the period of time indicated.

4. 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of ‘documents, of Hall of Records
N work or activity to which the records re|ote inclusive dotes and quontnty and Board of Public
0. (cubic or linear_feet). Show recommended retention period. Works.
INMATE RECORD - \

1

Quantitys 5 f£ile drawers; 3 card files
Size: 8%" x 11" cards (current series)j 5" x 8" cards (old series)
Form Number:s CJA 61

Dates: 1959... , -

File Arrangement: Internal:- Alphabatical by name of inmate
2 . .Externals- Chronological by year

The Inmate Card gives a description of the inmate, with release
dates and the jall term, {f any, a detailed record of prior offenses,
1ist of detainers, if any, temporary releases, names of lawyers and
bondsmen with dates and mathod of contact, a space for receiving and
release stamps, temporary transfers and returns, s personal history

and the inmate's record, and a record of the final release, with signa

ture and the nsme of the agency.

Inmate Records glving names of bondsmen contaoted are considered
permanent records (Chapter 4, Sec. 4-5, Mantgomery County Code, 1960
Edition), and are subject to Recommendation A below.

RECOMMENDATION: A, RETAIN PERMANENTLY INMATE RECORDS GIVING NAMES OF
BONDSMEN.

RETAIN ALL OTHER RECORDS FOR SIX YEARS AFTER RE-
LEASE, INCLUDING THE CURREKRT YEAR, THEN DESTROY.

A

(continued)

, -

7. Agency, Division or Bureau Representative

-///’/Méz/

- T -

ignature Title Dote
‘chedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
ecords Commission. | Public Works.
Vst e 30U | 0 sttt S,
Dote Archlv:st Dote Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or.activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention périod.

6. Recommendation
of Hall of Records
and Board of Public
Works.

INMATE DISCIPLINARY REPORTS

Form CJA 682

Quantity: 1 file drawer

Sizet 8% x 11" gheets

Natess 1963..- _ .

File Arr.t Internal - Alphabetical by name of immate
External - Chronological by year

The Disciplinary Reports and the Punishment Records (Item 3) are. %
filed together. The Disciplinary Report gives the name of the inmat
his color, date of the infraction, his status, a detsiled descriptio
of the violation, the action taken, and the signature of the jail
officer and shiff supervisor, with space for remarks by the warden
and his signature, .

RETAIN FOR THREE YEARS, THEN DESTROY,

INMATE PUNISHMENT RECORD
Form CJA 63 S
Quantityt 1 file drewver
Stzet 8% x 11% sheats
Datest 1963... 7 ' ’ :
file Arr.5 Intornalt Alphabetical by name of immate
Externalt Chronologieal by year

The Inmate Punishment Record, filed with the Immate Disciplinary
Report (Item 2), gives the ngme of the inmate, his offense and the
punishment, inmate's weight before and after punishment, the dates of
evening meals duo, dates of observation by the doctor, and space for
initlals of the officers who make hourly inspection of the inmate,

RETAIN FOR THREE YEARS, THEN DESTROY,

DAILY COUNT RECORDS

Formg CJA “’ M. 48, &C’ 4D :

Quantityi 1 file draver ‘

Size: 8%" x 11" gheets, Form £#CJA €43 4" x 51 sheets, Forms
Dates: 1963... CJA ‘M' B’ C' D

Daily counts of the jail population are taken three to four times
by each of the three daily shifts. The original count s taken on
Count Slip worksheets, Forms CJA #4A, B, C, and D, one sheet for each
of the major sections of the jail, giving date and population of the
section and subsection, with totals and final totals carried forward
to the Daily Count Record, Form CJA €4. The Count Slips also show tb
names of the relieving officers and the officers relieved. The Daily

Count Record gives the count by totals and by major jail sections fox

each of the three daily shifts,

-The Coﬁht Slips end the Count Records fall into the class of “hou

-

keeping records” and have no legsl or administrative value to the opér-

ation of the office beyond g short perjod; they are considered non-
record within the meaning of the sthtute governing nonrecord materis
(Annotated Code of Maryland, 1957 E8. as smended, Art, 41, Sec. 179)
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or octivity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention périod.

6. Recommendation
of Hall of Records
and Board of Public
Works.

5

CALL-IN SHEETS

Form CJA €5

Quentity: 1 file drawer

Sizet 8%" x 11" sgheats

Dates? 1963...

File Arr,t Chronological by month and day

The Call-in Shasts are records of the routine half-hourly calls
from the Control Officers of each major jail area to the Shift Com-
mander, reporting conditions in each area, This record series falls
into the class of "housekeeping records®™ and has no administrative
or legal continuing value to the operation of the office., It is cond
sidered nonrecord within the meaning of the statute (Annotated Code
of Maryland, 1957 Ed. as amended, Art, 41, Sec. 179), and may be de-
atroyed ags soon as no longer needed by the office.

INMATE'S SPECIAL REQUESTS

- Foxrm CJA £6
Quantity: 1 card drawer
Size: 5% x 8"
Quantitys 1 card drawer
Datest 1953.40 .
File Arr.t Chromologically by year, month and day

‘The Imnste's Special Request gives the date of the request, the
name of the {mmate and where quartered, the charge, the request with
the signature of the guard taking the réquest, the initials of the

officer approving or disapproving the request, a space for remarks,

and the action required to implement the request.. Requests requiri

other than routine action are recorded in the more permanent records
(CJA #1, 8, 9), and the original request form has no continuing valu
to the operation of the office. It is considered nonrecord (Amm, Co
of Maryland, 1957 Ed., as amended, Art. 41, Sec. 179), and mey be de-
stroyed as soon as no jonger needed by the office,

Al

MOVEMENT SHEET

-Form CJA #7

Quantitys 1 file drawer

Sizes 81" x 11% gheets

Datess 1963...

File Arr,t By year, month and day

This record gives the date, time, and “"time in™ and "time out”™ by
number of inmates only, for outside trips on work details or to ep)
pear in court, This 18 a housekeeping record end has no continuing
administrative or legal value to the operation of the office. It is
considered nonrecord (Ann., Code of Maryland, 1957 Ed. as amended,
Art., 41, Sec, 179), and may be destroyed as soon as no longer needed
w the °££‘“0

Ay

i‘ ~ (continued)
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/ ‘ » 5. Description of Records ' 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, - |of Hall of Records
Item work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.
. 8 DAILY LOG
Foxrm CJA #8

Quantitys 3 file dravers

Stzet 8%" x 11" sheets

Datess 1963000

File Arr,t Chronological by year, quatter, month and day

The Daily Log ia maintained in the control centers and 13 a tecord
of daily activities, including phone calls pleced, area checks and
findings, and any non-routine matters, giving the names of persons
fnvolved, the ghift, end & description of the activity or occurxence,

RECOMMENDATION: RETAIK FOR THREE YEARS, THEN DESTROY.

9 MAIL LIST CARD

Form CJA 49

Quantity: 3 caxd drawers

Sizet 35" x 8" cards

Datess 1963000

File Arr.: Chronological by yesr, and alphabetical therain

This caxd 18 a record, by name and inmate number, of approved out-
. going and incoming mail, giving date and assigned item number., On
the reverse is an spproved visitors list, giving names of the vlsltoﬂs
and thair relatjonship to the inmate, if any,

RECOMMENDATION: RETAIN FOR THREE YEARS, THEN DESTROY,

10 | CANTEEN ORDER SLIPS

Form CJA €10

Quantityt 1 cexd drawver

Siget 87 x &4%" slips

Datest l963.00

File Arr.: Chronologicel by month and day

The Canteen Order Slips are records of the periodical orders by
inmates from the canteen, giving date, commodity ordered, quantity
and price, signature of the inmste, total cost of comsodities ordere&.
locatfion of the inmste's quarters, and the initials of the cantean
clerk, The information on these slips with respect to the amount of
money expended by the inmate and dates of the expenditures is trans-
ferred to the Inmate Money Account Card (Item 11), after which the
Oxrder Slips huve no further legal or administrative value to the
office., They are housekeeping-type records and are considered non-
record within the meaning of the statute (Ann, Code of Md., 1957 Ed,
as amended, Art. 41, Sec. 179), and may be destroyed as soon as no
longer needed by the office.

!" (continued)
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_ 5. Description of Records 6. Recommendation
Q Describe records accurately. Include title, form number, size of documents, - |of Hall of Records
m work or activity to which the records relate, inclusive dates, and quantity and Board of Public

No. (cubic or linear feet). Show recommended retention period. Works.

11

12

13

.| Space is included at bottom of the sheet for the total number of

INMATE MOREY ACCOUNT CARDS

Form CJA 611

Quantitys S card file draowvers
Sizet 4™ x 6" cards

Dztes: 196244, A
File Arr.t Alphabetical by year
Audit: County audit A

The Inmate Account Cerd gives the namg, quarters and number of the
inmate, the date and amount of the sums of money received, the dates
and emounts of withdrawals, and the balance, with totals carried fors
ward. The card also has space for the signature of the inmate, with

the amount and the date when totsl is withdrawn, usually upon releasd,:
RECOMMENDATIONS RETAIN FOR THRER YEARS AFTER RELEASE OR UNTIL AUDITEHD,

WHICHEVER IS LATER, THEN DESTROY,

RECELVING AND DISCHARGE REPORTS

Form CJA #12

Quantity: 1 £ile drawer

Size: 9-3/16" x 12-3/16" ) :
Datess 195%... !
File Arr.t Chronologicslly by year, month and day

This series ia a daily serislized record of the prisoners received
and discharged, giving the dates, names of those received and their
sddresses, their assigned jail numbers, the offense, and the name and
office of the comnitting officer, Tha soction provided for dischargds
gives the name and sssigned jail number, the offense, disposition of
the case, the guthority, and the nsme of person to whom released,

prisoners on the last report and the additional number received, with
the ngw total, the muwber discharged aince the last report, and the
new total of the current immate population.

This record 18 prepared in triplicate and distributed as follows:-

l. Original white remains in office file
2. Green copy to Assigument Officer
~ 3. Yellow copy to State's Attorney

The recommendation below applies only to the white copy retained ir
the originating office,

SECOMMENDATIONs RETAIN FOR ELEVEN YEARS, THEN DBSTROY.

PROFESSIONAL VISI‘I‘O!S' REGISTBR

Form CJA €13

Quantity: 2 vols., 1 file draver

Size: 84" x 11" sheets

Datess 1961,.. )

File Arr.t Chronological by quarter, month and day

This is a record of professional vl‘iu, giving date of visit,

and profession or business of visitor; times of arrival depa
and the reason for the vigit. ’ errival and i

(continued)
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sonal possessions accompanying inmates when received at the jatl (ot

|oi4A.

" |DETAINERS (JAIL ANMD POLICE)

Form CJA #14 and CJA €14A

Quantity: S card dravers

Size: 5% x 8% slips

Datest 1961,... i

File Arxr,t Chromological by year, and alphabetical therein

An itemized property record or inventory is maintained for the per-

than money - Sece Item 11). ' The Personal Property Slips give the na
and inmate number, the date of the inventory, and itemize articles of

clothing and other personsl possessions, The property record is olgan

by the inmate and the receiving officer when the articles are depos-
ited, snd the immate is given a duplicate copy. Upon release, the
inmate signs for receipt of the property, and the releasing officer
also signs, : i

Property received or relessed after the original inventory is ec-
counted for in Form CJA €144, which gives the same information as the
original inventory, with space for the inmate to acknowledge receipt
of the articlee, snd 8 separate sheet to be signed upon releass.

The recommendation below applies to both forms, CJA 214 and CJA

RECOMMENDATION: ~ RETAIN FOR THREE YEARS AFTER RELEASE, THEN DESTROY .

Quantitys % file drawer

Sizet B8i"-x 11" gheets _

Form CJA #16 (Police deteiners have no form mmber)
Datest 1961,... ’ :

File Arr.t Chronologicel by year, and alphabstical by mame therein

Detainers are issued (1) by the Jail, generally for prisoners
assigned to private or state hospitals, and (2) by the police, re-

questing prior notice of release. Detainers give the date, name, age|

and ID number of the inmate, his alias if any, the charge, sentence,
end the release date. Police detainers also include the reason for
requesting prior information as to the change of inmate®s detention
status, Action is taken on detainers within a short time after issu%
or receipt.

RECOMMENDATION: ERETAIN FOR THREE YBARS. THEN DESTROY,

RADIO LOG

Form CJA €17

Quantity: 1/8 file drawer
Sizes 8%” x 11" gheets .
Dates: 1963... (1

File Arr.t Chronological by quarters

_AM HR. (g a SCHEDULE
ateor d‘“ : Rzg'azsr FOR RECORDS RETENTION SCHEJULE No. -253
Hall R . .
/ :;o,::,;,:}::' * : (Continuation Sheet) :A:ii
// 5. Description of Records . 6. Recommendation
.4 Describe records accurately. Include title, form number, size of documents, of Hall of Records
“Item work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention ‘périod. Works.
13 (cont.) RECOMMENDATION: RETAIN FOR THREE YEARS, THEN DESTROY,
14  |INMATE'S PERSONAL PROPERTY SLIPS :

(continued)
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) 5. Description of Records . 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records

work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

16 (cont.)| The Radio Log is a record of the check made of the operational
status of the radio, Communications would not appear in this log,
but would be found in the Daily Activities Log (Item 8). This is a
housekeeping-type record and is considered nonrecord within the meand
ing of the statute {(Ann. Code of Md., 1957 Ed., Art, &4}, Sec., 179),
and may ba destroyed as soon as no longer needed by the office,.

OFFICER'S CLOTHING RECORD AND UNLFORM ORDER SHEETS

Form CJA £18, CJA ¢#28
 Quantitys 1/8 card drawer
Sizet 5% x 8% cards
Datest 1963..- : : -
File Arr.t Chronological by year, then alphabetical therein

The Officer's Clothing Record ((‘JA,#la)_ gives the name of the
officer, and an itemized list of clothing issued, with dates of issua,
size, and initials of the officer recelving the issue.

The Uniform Order Sheets (CJA €¢28) are requisitions on the County
for the purchase of uniforms.

Both forms are subject to the recommendation below,
RECOMMENDATIONt RETAIN FOR THREE YEARS, THEW DESTROY.

LABOR VOUCHER

Forms CJA #19, 24, 27, end (unnumbered) Road Time
Quantityt 1 file drawer

Sizet B8L® x 11® gheets

Datest 1963...

Lsbor Veuchers are time and pay records prepared periodically for
prison labor for the County buildings, grounds and highwsys, giving
the date, name of irmate, number of dsys worked, daily wage, and the
total amount due for the period worked., The Vouchers, signed by the
warden, contain space for the inmate to acknowledge payment, with de-
ductions for axpenses and the net emount received; space is also pro-
vided for the County Dept. of Finance to enter a record of payment,

The State Police Vouchers give only the total days worked for the
month by all inmates, and the total smount earned, with a certifica-
tion by the Warden,

Labor Vouchers sre audited by the County Dept., of Finance,
RECOMMENDATION: RETAIN FOR THREE YERRS, THEN DESTROY.

FAMILY VISITOR REGISTER

Form CJA €20
Quantity: 1 file drawer
- Size 3 8 x 11" ghests
Datest * 1964... .
File Arr.: Chronological Q
This is a daily record of visitsito {nmates, including family and

friends, giving the date and the name of the visitor, the eddress eng (continued)
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5. Description of Records ‘
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6. Recommendation
of Hall of Records
and Board of Public

22

COURT DISPOSITION KECORD

Form CJA $#22

Guancity: 5 file drawver
Size: 84% x 117 gheets -
Dl’tesx 19630'0

" The Court Disposition Record 18 a memorandum of inmates released
to custody other thon the jail, and of persons committed to tha
jail by the courta, giving name of the court and name of {nmate,
with his number, the charge, and the disposition of the case.

Space for the name of the agency and signature of asgency represen-
tative i8 provided in cases in which the inmote 18 released to an
egency other than the jall and, in the case of commitments, space
is provided for nrmes of the person delivering the inmates and of t
person raceiving them; a2 time stawp §s used in both instances.

This record has no continuing value, as the information is transfer
to more permanent records, and it 1g considered nonrecord within
the meaning of the statute (Ann. Code of Md., 1957 Ed., Art. 41,
Sec. 179) and mry be destroyed as soon a8 no longer needed by the
office.

JUVENILE COMMITMENTS

Form CJA #23

Quantity: % cexrd-file drawer

Size: S5i" x 89" sheets

Dates! 19630 .e

File Arr.: Chronological by quarter, month and day

These forms are orders issued by committing magistrates to detasn
e juvenile in jall pending court sction. They give the date, the
name of the juvenile, his age, eddress, end the name of the person

authorizing detention, with signature. The commitment is presented

to the wardcen at time of commitmentr

No. (cubic or linear feet). Show recommended retennon period. Works.
19 {cont.)} relationship, i{f eny, name of the lnmate, and the times of arrjval
and departure of the visitor.
RECOMMI;NDA‘HON: RETALN FOR THREE YEARS, THEN DESTROY.
20 INMATE'S REDICAL RECORD
Form CJA 621
Quantitys 3 file drevers
Size: 8iv x 11° sheets
Dates: 1963... . ) _
The Inmate's Medicnl Record gives date, nume, ege, and color of
- the inmate, his positive past history snd system review, his phye-
ical examinatfon and positive findings, dlagnosis and treatmwent,
the month and day terminating trestment, with the signature of his
attending physician.
RECOMMENDATION: 'RE‘IAI!\’ FOR SIX YEARS AFTER DISCHARGE, THEN DESTROY|
21 |

he

{continued)
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5. Description of Records
Describe records accurately. Include title, form number, size of documents

6.
of

Recornmendation
Hall of Records

Form CBA £30

Guantity: % card drawer
Sige: S%" x BL® gheets
Dates: 1963000

This file is composed of Sherl‘ff's {oumitments directed to the
Warden of the County Jail, requesting the confinement of the named
prisoner, with the reason for confinement., It is signed by the
Sheriff, .

Item work or activity to which the records relofe inclusive dotes and quontlty and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works. -
22 (cont.) RECOMMENDATIONS BETAIN COMMITMENTS FOR SIX YEARS AFTER RELEASE, THEJl
DESTROY, '
23 STATISTICAL REPORT
Form CJA €25 N
Quantitys 1 file drawer
Sizes 85" x 11" sheets
Datest 1963... .
File Arr.! Ch:pnological.'uuekly
This 18 a weekly report of the number of inmates received, by
cless of offense (adult or juvenile), snd of inmetes (adult ot
juvenile) discharged (temporary or permanent).
RBCOHMEK\DATION: HETAIN! FUR THREE YEARS, THEN DESTROY.
246 | OFFICERS * ‘WORK ROSTER (SCHEDULE)
' Form CJA #26 .
Quantityt % flle drawer
Sizes B8X™ x 11" gheets
' ‘ Dotess 1963...
File Arr.t Chronological by guarters
The Officers® Work Roster is a weekly schedule of work sssignment
for the officers of the Jail. This record has no continuing value i
and 18 a housekeeping-type record, considered to be nonrecord
within the meaning of the statute (Ann, Code of Md., 1957 Ed,,
Art, 41, Sec, 179) and may be destroyed as soon &8 no longer needed
by the office,
25 HAU\‘TENM\CE REPORT ,
" Form CJA €29
Quantity: % file draver \
Size: 5" x 8" gheets
Dates: Current .
This 18 a report of maintenence ond repsir of Jail instsllations® ’
and property. After repairs are made, this record has no further
value to the operation of the Jsil, It is a housekeeping-type
record, considered to be nonrecord (Ann. Code of Md., 1957 Ed.,
Art. 41, Sec. 179) end may be destroyed as soon as no longer needed
by the office. .
26 SHERIFF'S COMMITMENTS

{continued)
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CQuontityt 5 file dravers
Sire: letter sizet
Datest 1958...

File Arr.: Chronologlcal

Commitments ore court forms issued by the Sheriff at the request
of the court, giving the date, the name and address of the person
committed, the authority for the detention. and tbe slgnature of
‘the person euthorizing detention.

RECDMNDATIOM RETAIR COMMITMENTS FOR SIX YEARS AF‘!‘ER RELEASE. .

. % DESTROY.
GENEML CORRESPO:\'DEI‘&LE

Quantity: 1 file drawer

Size: Latter size

Datest 1?61... '

File Arr.: Chronological end by subject

- The General Correspondence File is composed of correspondence,
reports, end memorandg relsting to the operation of the County
,Jail.

Material having contimuing administrative or legal value to the
operation should be retained until such value ceasea. All other
papers are subject to the Recommendation below. :

RECOMMENDATION: RETAIN FOR THBEE YEARS, THEN DESTROY.

(continued)
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’//.4 5. Description of Records . 6. Recommendation
- : Describe records accurately. Include title, form number, size of documents, of Hall of Records
ltem work or activity to which the records relote inclusive dates and quontuty ond Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.
26 (cont,) RECOMMENDATIONSs RETAIN FOR SIX YEARS, THEN DESTROY.
27 CIRCULIY COUKT CLERK'S MEMORANDUM (COMMITMENT)
Form CJA #31
Quantityt 4 file drawer
Sizey 3" x 8" gheets
Dstest 1964...
File Arr.t Chronological
This is a comnitment by the Clerk of the Circuit Court, givmg
‘the date, name of the person committed, and the charge. .
RELOHMENDATIOR: ’ RETAI'\! FOR S1X YEARS AFTCR RELEASE, THES DES’!’F'»O'I..
28 ADULT COMMLITMENTS
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5. Description of Records . 6. Recommendation
.4' Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relote inclusive dotes and quontuty and Boord of Public
No. {cubic or linear feet). Show recommended retention périod. Works.

30 GENERAL ACCOUNTING RECORDS

‘Quantitys 1 file drawer
Datess 1961 see :
File An'.t. Chronological

The General Accounting Records are composed of the following
categories of recordst~

Raqulsiuon copies (original filed in the County Finance and
' -Accounting Department, where it is audited)

Recelpt Books (for inmates' money deposited with the Warden) :
The entry is cleared when money is released to the
fnmate, end no offictal audit is required., This

information is poated to the Inmate's ﬁoney Account.
(H:em 11)0 ’

RBCX)M‘*!ENDATIOHI -RETAIN FOR THREE YKARS, THEN DESTROY,




